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Gulfjobseeker CV No: 1344996

To interview this candidate call:  971505905010

Or email us back filled up Vacancy Form

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc

Objectives:


To be associated with progressive organization that gives me scope to apply my educational and professional skills and provides me with advancement opportunity and knowledge empowerment.
Experience:

1. First Source Solutions Ltd ( Bangalore, India )
    Current Designation: Team Leader.
    Working from 2009 till date.

Roles and responsibilities:

Attending escalation calls within TAT..

Conveying the client requirements to the team with regards to the process.

Attaining daily, weekly and monthly targets specified by the process.

Attrition control.

Attain SLA’s through effective management of the daily operation of the team.

Analysis various reports of process dashboards and the team performance reports.

Work with the Assistant manager to develop/implement actions to achieve desired performance level.

Control over shrinkage.

Timely submission of the operation review.

Handling currently a team of 14 in model office (OJT).

Conduct audit and share feedback for the team.

Lead and facilitate constructive communication.

Conducting trainings and briefings of any updated about process.

Coaching on timely manner and setting goals to the team.

Monthly review one on one to conduct.

Develop a self management team.

Motivating and inspiring team members.

Performance and people management to balance equally.
2.Nisha Interior Designing Co Ltd : Bangalore, India.
   Designation: Personal Assistant.

   Worked from 09.02.2007 to 15.12.2009

Roles and responsibilities:
Assembling time and diary management.
Scheduling of meetings.
Correspondence and note taking.
Screen incoming calls, checking mails, Review Documentation.
Briefing juniors to contract negotiations.
Managing multiple customer accounts simultaneously.

Keeping accurate records of all sales and prospecting activities.

Preparing Quotes to clients.

Visiting clients based on requirements.

Conducting audits on invoice and purchase bills.

Personality Traits-

Good communication skills..

Strong motivational and logical skills.

Ability to produce the best result in pressure situation.

Team Player

Academia-
	Degree/Examination
	University / Board
	Institute

	SSLC
	SSLC Karnataka State Board
	Shilpa Shree Convent

	PUC
	Pre University   Karnataka State Board
	Karnataka Government PU  college

	B.COM
	Delhi Commercial University
	Indian Institute of Commerce, Coimbatore

	Industrial Training Institute
	Karnataka State Board
	Karnataka Industrial Institute

	National Apprentice certificate
	National Council  of Vocational Training
	515 Army Base workshop


Achievements:

First source - Best Star Performer 2010-2011.
First source-  Best Quality Associate Jan -2011.
First source-  Awarded Excellent Customer Service Oct – 2011 to Aug 2012.

First source –Awarded First Privilege Jan 2013 – Mar 2013.

First source- Awarded Best Team Leader  2013 – 2014.


Additional courses taken:
I have undergone 3 levels of Train the Trainer Course.
I have finished first two levels of STAR certification.

First Level – Emerging Leaders Pre certification Programme.

Second Level – Neo Leaders Certification

Personal profile:

Father’s Name                    Kanaka Raju.

Date of birth                       12th October 1980

Gender                                Male

Civil Status                         Married

Languages known               English, Hindi, Kannada, Tamil.

Nationality                          Indian
Visa Status                         Visit Visa.
Valid till                              11.03.2015

Computer skills: 

Ms Word, Excel, PowerPoint, Outlook

Windows Operation

Basic computer requirements
Declaration:

I hereby declare that the above furnished details are true to the best of my
knowledge and belief.

Arun Kumar.
